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Annex 1
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1. PROPOSED TYPE OF PROJECT CONTROL PROCEDURE -~ USE OF PROJECT CONTROL

)

a.

Project Originating in St/PC

(1) st/PC prepares PCR Foim in 4 copies and forwards coples 2 to 4
vision responsible. Retains copy 1 for master control.

(2) Division assigns branch responsibility. Retains copy 2 for
division control; forwards copies 3 and 4 to branch responsible.

(3) Branch estimates completion date and men-hours required. Retains
copy 3 for branch comtrol. Forwards capy 4 to analyst respansible.

(k) Analyst retains copy 4 during the life of the project for refer-
ence and research man-hour recording.

Project Originating in Division

(1) Division prepares FCR Form in & copies. Forwards copy 1 to
or master control purposes; forwards copies 3 and b to
branch responsibla.
%2% Stérc receives copy 1 from division for master control.
2 an a. . A

Same g8 &.{%;.
Project Origivating in Brauch

{1) ‘Branch prepares PCR FPorm in 4 copies; forwards copies 1 and &
o division respnsible. Retains copy 3 for branch control;
forvards copy & to analyst responsible.

{2) Division checks end forwards copy 1 to St/PC and retains copy 2
for division control.

é}) St[Pc retains copy 1 for master control.

h) Same as a.(b). :

Nore than one analyst assigned to a project

(1) Branch copies 3 and 4 of PCR Form in required amounts to
supply a work copy for each analyst to be assigned a sup-
portion of a project. Copies No. 4 forwarded to responsidle
analysts.

(Note: In theme cases the brench would report the peréentage

completion of the overall project. Analysts would report in-
dividual progress on their respective portions of the project

%o the branch where summary progress would be accounted for
and reported.) ' ‘ ‘
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FLOW CHART
PROJECT CONTROL PROCEDURE
VPROJ ECT CONTROL STAFF DIVISION BRANCH ANALYST
- A-PROJECT ORIGINATING IN ST/PC
PCR Form e » | PCR Form » | PCR Form - PCR Form
: 1 2 3 4
2 3 I 4|
Master Division Branch Analyst
Control Control Control Work
’ Copy
B-PROJECT ORIGINATING IN DIVISION
PCR Form g PCR Form Lo PCR Form ] oo PCR Form
' 1 1 3 4
l |
Master Division Branch Analyst
Control Control Control Work
Cppy

C-PROJECT ORIGINATING IN BRANCH

PCR Form PCR Form - PCR Form ' PCR Form
1 . 1 1 4
T 2 2

A

Y

3
4|
Y Y
Master Division Branch Analyst
Control | Control Control Work
Copy
A .
D-MORE THAN ONE ANALYST ASSIGNED TO PROJECT
< PCR Form ] - PCR Form
3 4
| — , ]
Analyst
Work Copy
L | PCR Form » | PCR Form
: 3 4
4 ¥
Analyst
Work Copy
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PROJECT CONTROL PROCEDURE

FLOW CHART

(ALTERNATE)
PROJECT CONTROL STAFF DIVISION BRANCH ANALYST
C-PROJECT ORIGINATING IN BRANCH
PCR Form - PCR Form o PCR Form
1 1 o 4
PCR Form -
l 2
Master Division Branch Analyst
Control Control Control Work Copy
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ROUTING
O R R To Released Date
- PROJECT CONTROL
RECORD
Remarks
B ontrol No.
CONTROL, RECORD
Project Title % @‘; Date Received Date Processed Priority
Consumer, Origin, Etc.
ASSIGNMENT DATA

Division

PROJECT STATUS Branch

Date Reported Progress Revised ECD Acc. MH. Exp.
STARTED Analysts

10%

30%

50%

70%

80% ‘ Estimated Completion Date Estimated Manhours Required

90% -
Actual Completion Date Actual Manhours Expended

COMPLETED '
— - — — __J _____ .‘ _____ | B B
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2. PROJECT PROGRESS REPORTING PROCEDURE - USE OF PROJECT PROGRESS REPORT
FOEM (PPR FOIMM) :

3

8. Analyst prepares PPR Form in ope copy and forwards to bramch:
control.

{1} Eoters Project Cantrol Number

{2) Revises Estimated Campletion Date if required. Remarks may
be antered in sypropriate space at bottom of form.

{3) Notes the accumilsted man-hours expended on the project to
date. (Taken from man-hour racord of the Project Control
Record of the project.)

{4) Checks appropriate Project Progress box denoting ths project

‘ status complation phase being reported.

5% Signs bis pame, divieion, braanch, and reporting date.

6) Indicate proper routing.

7) Cross reference this report information on Control Record
pertion of PCR Form for the project - analyst copy.

b. Branch control receives PPR Form from anslyst; enters the informa-
tion reported on thalr control copy of the PCR Porm; forwerds, by
routing, the FFR Pora to division comtrol.

¢. Division control receives the PPR Form from branch control; enters
the information reported on their control copy of the PCR Form;
forwards, by routing, the FFR Form to msster control location in
the Project Control Staff.

A. St/PC, mester control, receives the FPR Form from division control;
enters the information reported om the master control copy of the
PCR Poarm; retains PPR Form for fils or destroys.

BHote: When more than one anmlyst is assigniéd to a project, PPR's
sh uld be submitied by each anelyst to the brench control where the

true sumeary project status would be datermined and reported via a
pummery PPR Form to division control and to St/PC.

9Seehrollov1ns Procedurs Flov Chari, corresponding stePs 1, 2, 3,
and 4,
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FLOW CHART

PROJECT PROGRESS REPORTING PROCEDURE

PROJECT CONTROL STAFF|

DIVISION

BRANCH

ANALYST

PPR Form

A

PPR Form

A

PPR Form

A

PPR Form
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ROUTING
ORR To Released| Date
PROJECT PROGRESS
REPORT

Project Control No. . Revised ECD Acc. Hours
Project Progress

[ ] sTtarTeD [ ]7ox

[ Jaox [ Jex
[ ]sox [ Jeox
[ ]sox I___—:I COMPLETED

Reported by Division-. ‘ Branch Date

Remarks

A-N
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Time Charge Renorting “rocedure - Use of Time Charge Report Form (TCR Form)

(teneral Usage

To te used by organizational elements or individuals for reporting
the expsnditure of time by speclal specific catepory.

To be used to report inter or intra divisionally support time
expended which 1s chargeable to a epeciflc vroject, program, consumer
in order that total "time cost" may te maintained,

To te used by analysts, non=professional personnel, supervisory
versonnel, etec. ar needed,

May tre used internally teo account for time categories for local
manaFoment analysis, etc,

Procedure
AP Ay TS

# (a) Analyst presparss TCR Form in one copy; enters complete pertinent
inTormations inlicates proper routing and forwards to branch
control.

# (b} Franch control receives TCR Form from analyst; accomplishes
proper disposition of the information reported and, if required
for the inrormation revorted, indicates proper routing and
forwards the TCR “orm to uivision control.

# (¢) Division control receives the TCR Form from branch controlg
accomplishes proper dilzvosition of the information ranorted
and, if required for the information reported, indicates proper
routing and forwards to St/PC, Master control,

# 7d) qt/PC, master control, receives the TCR form from divisiocn
control; accompl*shes prooer dispocition of the information
"enorted- retains the TCR Form for file or destroys.

* “ee following Procedure Flow Chart, corresponding steps 1,2,3 and L.

A-8
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FLOW CHART

TIME CHARGE REPORTING PROCEDURE

PROJECT CONTROL STAFF|

DIVISION

BRANCH

ANALYST

TCR Form

A

TCR Form

A

TCR Form

A

TCR Form
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ROUTING

ORR To Released
TIME CHARGE '
REPORT

Date

Charge to ' Control. No. etc. No. of Hours
[ 1 PROJECT |

[ ] PROGRAM —
[ ] CONSUMER

] OTHER W

Type of Time Expended
[ ] RESEARCH

[ ] INTELLIGENCE MAINTENANCE
[_| ADMINISTRATION .. |
] TRAINING ﬂ
[ ] CONSULTATION AND CONFERENCE

Reported by .| Division Branch Date

Remarks &
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Progress Reporting by Percentage Completion

% 1s recommended that the progress of any given project be
reported to the Project Control Staff in terms of percentage
cempleted. It 1s rescognized, however, that projecte wary in size,
rebure, manmer of accomplishment, etc. Therefors, it is necessary
thet divisions and/or branches prepere check liets of tasks and
respensibilities peculiar to their respective organizations in
accordance with a uniform percentage corvletion range ecommon to
all projects reported on,

A sample check list indicating a hypothetical case follows
as an example of how this phase in the proposed Project Control
pystem could be develoned, Each divisicn should astablish their
own check list of tasks and responsibilities and set up their
particular criterie by which the standerd percentage completion
range for thelr projects may be reported in accord&nce with a
standard procedure for all divisions.

These checlc 1ists should be maintained on record for the
projects in process and would serve as control guides in interpret-
ing the percentage progress reported.
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ROUTING | |
CHECK LIST To ' |Released | Date
for
PROGRESS REPORTING
by
PERCENTAGE COMPLETION
‘“Type of Project Division Approved| Date
Branch Approved Date
PROJECT PROGRESS % ? ‘
% Comp. | Description of Tasks and Responsibilities .
Start \
10% Q
30%
59%
70%
80%
90%
Complete
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ROUTING |

CHECK LIST To Released Date

for PO /10,
PROGRESS REPORTING Y/ oy 12/10/5

by
PERCENTAGE COMPLETION

‘Type of Projec-t ‘ Division Approved Date
Chawncey §. Black oqB_ |2/10/5!

Branch Approved| Date
&/5/5%

PROJECT PROGRESS

T. « Smith < : ACT

% Comp. | Description of Tasks and Responsibilities
Start | Project received by analyst - revieved - uhw. into worklcad.
Qutline sstadblished - support inf on determined, etc. - continued
10% | preliminary review.
All requests for support ormation proceesed -~ Project report
30% outline established.
sgu | Al material on hand for reviev snd svaluation.
Joy | Materisl evaluated - initial dreft started.
80% Pinal draft completed - ru.d_hr for review, coordination, changes, etec.
90 Pinal paper completed subject to final coordination.
%
Complete coordination effected and project submitted to requester.
Complete o o
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Advartages of Proposed Type of Project Control System

(a) Increased Worker Interest - Analysts under the proposed system

are not required to sccount in detail for the distribution of their
time. This relief from time=consuming detail time reporting will

#llomw a greatsr portion of time to be expended in professional research
work and should create increased worker interest,

(b) Creater Staff Flexibility - The utilization of the propused

systen *proﬁaes ?ingerw-tin control by supervision of the workload,
becklog, distribution, etec. This comtrol media, when fully utilized,
provides the means to effect equitable and efficient workload distribue-
tlon and results in greater staff flexibility through effective supsr- -
visory control.

(c¢) TWorker Specializetion = It is agreed that analysts should expend
the majority of their time in professional research activity. Likewise
lower=-paid personnel should specialize in the less compliceted but
time-20nsuming make=ready work, etc. The proposed system recognizes
these facts and 1s designed to regquire a mindmum of reporting time aa
wsll as contiol maintenance time,

(4) Msnagement Viewnoint - Management needs current, complete, factual,
readily accessible iniormation regarding its program activity at all
organizational levels, The proposed system is one designed to provide
this type informetion for all levele of management on & continuing
basis. The proposed system will provide the information ~ menagement
where concerned wlll summarire, correlate, evaluate, and anslyze the
information to suit the management need desired,

(s) Simplified but Effective Control — Controls to be effactive must
be existent 8t operational levels, 1he proposed system provides for a
master control at the Project Coniirol Steff, division lewel control,
and branch level control, if desired, The individual analyst too, has,
in effect, control of his work and oni his reporting hinges the accurasy
and timeliness of the control systen,

(f) Procedurs Flexibility - The proposed system properly installed and
maintained provides control information which is standard for all partici-
pants. The internal use of the system con be flexible in that local
controls can be devised using the system information. ILocal methods for
seheduling work, ete¢. should not effect the maintenance of the proposed
systen, Likewise, distribution of work, retention, or accumlation of
backlog at division or branch level would not disrupt the system procedure.

(g) Delegation of Responsibility and Authority — Responsibility and
authoiity shouid be delegated to the lowest practical levels at which an

intelligent decision can be made, This requires tha institution of con-
A-14,
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- trols 4o hold individuels accountable for results in exerciszing
their authority. The proposed system ls designed to provide these
controls by supnplying the required i{nformation needed to establish
adequate control at all supervisory levels,

A-L5
A3
- S-EmCuflmEmT

Approved For Release 2006/09/07 : CIA-RDP60-00213A000200040002-8



